
Copyright © 2019 IQVIA. All rights reserved. IQVIA® is a registered trademark of IQVIA Inc. in the United States and various other countries.

Coupa Supplier Portal (CSP) – Set up E-invoicing

Coupa for Suppliers
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3. Set up E-invoicing
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Set up your account to create electronic invoices

• click on Admin tab on the main menu
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1. click on the E-Invoicing Setup link on the left of the Admin page. The Legal Entity page appears. You 

can add new legal entities or manage or deactivate existing ones.

2. To add a legal entity, click on the Add Legal Entity button in the top right corner

Add Legal Entity
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• On the appearing page Where’s your business located? enter the official name of your business that is 

registered with the local government

• select the country where it is located

(Depending on the country, another window(2) may appears with additional location information)

• Click Save & Continue

21
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In the appearing Tell your customers about your organization window, fill in at least the mandatory fields, that is, the fields marked with a 

red asterisk (*), and click Done

1. Which customers do you want to see this?

Select all or the specific customer(s) that you want to 

see your legal entity information.

2.     What address do you invoice from?

Required for invoicing. Registered address of your legal 

entity.

Do not forget to tick:

• Use this address for Remit-To: Selected by 

default. Deselect it if your remit-to address is 

different from your invoice-from address or you 

have more than one remit-to locations.

• Use this for Ship From address: Selected by 

default. Deselect it if your ship-from address is 

different from your invoice-from address or you 

have more than one location.
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3.     Banking information (mandatory*)

Banking information for the remit-to address. You can 

use both domestic and international (global) banking 

information.

4.       What is your Tax ID?

Select your tax country form the drop-down list.

Enter the tax/VAT ID, including the prefix to the 

number, for example, GB1234567890.

Please note that you can add more tax IDs by clicking 

on the Add additional Tax ID.

In case you do not have VAT number, please tick 

• “I do not have a VAT/GST Number”

And enter your Local Tax ID.

..

.

.

.

5. Click Save & Continue
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• In the appearing Where do you want to receive 

payment window, verify the information on this 

screen and if everything looks ok, click Next. 

• you can deactivate your existing address by clicking 

on Deactivate Remit-To. Column Status – “Active” 

will change on “Deactivated”. 

Please note that there needs to be always at least 

one Remit-To address active for using this legal entity.
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In the appearing Where do you ship goods from? 

window, manage or add another ship from address and 

after click Done.

For many countries including different shipping details on 

the invoice is required if they are different to where your

legal entity is registered.

After completing the e-invoicing setup by clicking Done, 

that is, after adding a legal entity, you can use it on new 

invoices.

From the Setup Complete page you can choose to 

• Go to Orders, 

• Go to Invoices, or 

• Return to Admin page.
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If you click on Actions button and select deactivate legal entity, all information will disappear. After you can add legal entity 

from beginning with correct information.

Deactivate Legal Entity
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• What is your Remit-To Address?

- Address containing bank details where you want to receive payment. (If you receive payments to a different location than 

where your business is registered, you will need a new Remit to address for each location).

- Includes mandatory address-specific fields: Address Line 1, Address Line 2, City, State, Postal Code, and Country/Region

• 1. Log in to the CSP

• 2. Click on Setup 

• 3. On the left of the Admin page, click on the Legal Entity Setup then on Actions and select Managed Remit-To Accounts

How to set up multiple Remit to addresses
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• 4. In new pop-up window, click on Add Remit –To

• 5. Select Payment Type Address and fill in all mandatory fields mark with *

• 6. Open the Integration Code and write based on instruction in the table below. 

• *Note: This Integration Code helps you to select correct Remit to once you will create invoices.

Integration Code? Code to tie your CSP remit-to address to the corresponding address in your ERP.

IMPORTANT:

Write European in EUR for all European POs with currency EUR

Write European in GBP for all European POs with currency GBP

Write US in USD for all US and Canada POs with currency USD

Etc. 
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• 7. Click on Save & Continue

• 8. Remit to address has been created

• 9. If you have multiple Remit to 

Addresses, you will have to select the 

appropriate one with each new invoice 

when creating the invoice.

• 10. To manage your remit-to accounts, 

go to Setup > Admin > Remit-To. For 

more information, see View and 

Manage Remit-to Information.
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